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2. Develop policy statements, internal and external communications and specify the 
procedures to be used in the implementation and administration of this Program. 

3. Ensure that employment standards for County positions are valid and job related . 

4. Facilitate the dissemination of information concerning the County's Equal Employment 
Opportunity Program and the County's policy against Workplace Discrimination, 
Harassment and Retaliation to all County employees. 

5. Offer opportunities for training programs designed to facilitate career advancement 
and promotional opportunities for all employees including those in a protected class. 

6. Review the Program annually and recommend revisions to the Board of Supervisors 
and the Civil Service Commission, when necessary. 

7. Manage the investigation of complaints of alleged discrimination, harassment, and 
retaliation, and recommend corrective action as described in the County's Policy 
against Workplace Discrimination, Harassment, and Retaliation. 

8. Establish recruitment programs to ensure that employment information is widely 
disseminated. 

9. Continue to analyze the County's recruitment and selection processes, as well as job 
specifications, to try to eliminate non-job related barriers to hiring or promoting 
applicants/employees who are members of a protected class. 

10. Review positions prior to the need to fill in order to determine if there are positions in 
the department that (a) could be filled with County employees with disabilities or 
medical conditions that could reasonably be accommodated , or (b) whether there is a 
need for a special skill (e.g. , language) or working conditions specific to each particular 
position that need to be considered prior to filling them. Coordinate items for 
modifications to existing class specifications or for recruitment to meet identified needs 
with the Human Resources Department. 

11 . Conduct formal and informal orientation sessions with managerial and supervisory 
personnel to promote understanding of the County's Equal Employment Opportunity 
Program and emphasize that top management considers the Equal Employment 
Opportunity Program to be important, and a priority. 

12. · Oversee the provision of training to all supervisors and managers to facilitate their 
understanding of protected classes and activities under state and federal law. 

13. Provide reasonable ·accommodation to persons with disabilities in the course of 
recruitment and examination. Ensure that �~�I�I� testing locations are accessible to all 
applicants. 

14. Assume any contingent responsibilities necessary to ensure effective implementation 
of the Equal Employment Opportunity Program. 
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15. Support department 'heads and their designated representatives in conducting 
interactive process meetings for those applicants and employees in a protected class 
who request a reasonable accommodation. 

16. Conduct biannual analyses of the County workforce in relation to the relevant labor 
market in order to identify any underutilization of protected classes. 

a. These analyses shall include an identification of where underutilization was 
noted, an explanation of area(s) of underutilization, and proposed actions and 
objectives to address the underutilization in the future. 

b. Where underutilization is identified, work with departments, the CEO's Office, 
and other local stakeholders to correct or reduce underutilization. 

Department Head Responsibilities 

Each department head shall be responsible for implementing the Equal Employment 
Opportunity Program ("Program") at the department level. The department head shall: 

1. Use his/her best effort to ensure that employees and applicants for departmental 
positions are appointed, trained , assigned, promoted, and demoted on the basis of 
ability to perform the duties of the job. 

2. Demand of themselves and their representatives a responsible and active role in 
realizing the objectives of the Program. 

3. Ensure that employees are aware of the Program, and the County's policy against 
Workplace Discrimination, Harassment and Retaliation . 

4. Cooperate with the Human Resources Department in developing valid and job-related 
employment standards, hiring and promotional strategies, and class specifications. 

5. Provide reasonable accommodation which will enable a qualified person with a 
disability, or in another protected class, to work. 

6. Identify and work with the Human Resources Department to resolve any problem 
areas that are in conflict with the Program's objectives, including addressing and 
correcting any areas of underutilization identified in the County's workforce analyses. 

County Employee, Agent, Contractor, Intern, and Volunteer Responsibilities 

1. Understand and abide by the County's Equal Employment Opportunity Program, and 
the County's policy against Workplace Discrimination, Harassment and Retaliation. 

2. Respect the differences of others, act appropriately at work, and avoid engaging in 
unlawful discrimination, harassment, and/or retaliation in the work environment. 

3. Promptly report any violations of the Program and/or the County's policy against 
Workplace Discrimination, Harassment and Retaliation that they personally observe 
or that is within their personal knowledge. 
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4. Cooperate completely in any investigation of discrimination, harassment, and/or 
retaliation, and do not retaliate against complainants or witnesses. 

5. County employees responsible for administering , monitoring, or overseeing the work 
of County agents, contractors, interns, or volunteers shall use their best effort to try to 
ensure the contractor, intern or volunteer does not violate County policy or the 
Program. 

Program Evaluation 

The Human Resources Department will evaluate the effectiveness of the County's Equal 
Employment Opportunity Program as follows: 

1. Maintain a continuous ethnic composition analysis of all available data relating to the 
County workforce, area population, and labor force statistics. 

2. Maintain records of persons in a racial or ethnic minority, persons with disabilities, and 
women for equal employment opportunity evaluation purposes. These records will 
include applications, referrals, placements, transfers, promotions, and terminations. 

3. Enhance the County's hiring practices by ensuring that the medical standards and 
examinations are job related and consistent with business necessity. 




